A - -
'ﬂEPA Terminology Services

EDITOR’S TRAINING MANUAL

Data Standards Branch
EPA / Office of Environmental Information

April 2013



TABLE OF CONTENTS

EPA TERMINOLOGY SERVICES .....eititiitiitisteatiaseestetesstare sttt iee s ne st ahe st b ss et et sh e b e sb e b e et et sn e b e bt bt se e e nenneans 1
THAINING OVEIVIBW ..ottt ettt bttt bbbt bbbt b b E b s bR b e b s bt bt e bt b e e bbbttt e et 1
Introduction to EPA Terminology SEIVICES ..ottt bbb 1
VA LT IV o Tor: Lo U] = YU SRT 3
ROIES BN PEITNISSIONS ...ttt b s Rt R Rt b et R bt n et r e nn e n e anas 4
Finding out MOre ~ Related RESOUICES. .......ucveieiieieiestese e ee et st st este e e e e te st e besreeseese e e e aestestesreeneeseenseseenrenrs 5

1.0 GETTING STARTED - LOGGING IN, SELECTING A TASKVIEW & SEARCHING, LOGGING
OouTe6

1.1 Logging into the Terminology SYSIEM ......ccii i e reene s 6
1.2 VIeWINQ EXISHING TOIMS.....cuiiiiiie ettt te e te e e e s e e ae e s teeste e te e teeseesneesneesreenneenes 6
1.3 Finding a Term in @ SPecific VOCADUIANY ........cooiiiiieece e 8
1.4 Viewing All the Terms in @ VOCADUIAIY..........ccoiiiiiiii e 9
1.5 Logging OUt OF @ VOCADUIATY........cc.eiiiiiiiiiec bbb 10
2.0 CREATING AND MODIFYING GLOSSARIES AND LISTS OF TERMS & DEFINITIONS............... 10
2.1 Adding Terms and Definitions to an Existing Vocabulary ... 10
2.2 Adding Definitions to an EXIStING TEIM ........ooiiiiiiiiieiseese e 12
2.3 Deleting Definitions and TEIMS .......c.oiiiiiiiiiirieiere ettt b 14
2.4 Adding and Deleting categories to an exiSting terM ........ccccovieiiiie e 16
3.0 CREATING AND MODIFYING TAXONOMIES AND THESAURI ......cccocoiiiiiiiiiiese e 17
3.1 Adding Terms to an EXisting HIerarChy ..........c.cccvooiiiiiic i 17
3.2 Adding Term RelatioNSNIPS ....c..viiiiieiie ettt ta et e be e esreesaeesreereenes 18
3.3 Modifying Term RelatioNSNiPS .....ecvi ittt sre e saaesre e re s 21
4.0 PUBLISHING A VOCABULARY/CREATING REPORTS.....cocctiiiiiieisesse st 23
50 SETTING UP A NEW VOCABULARY ...coooiiiiiiieieet ettt sttt sttt ettt s e sbessesessesneeas 29

EPA Editors’ Training Manual, April 2013 Page i



EPA TERMINOLOGY SERVICES

Training Overview

The EPA Terminology Services is a system to create, modify, manage and publish terminology
systems, including glossaries, classification schemes, taxonomies, and thesauri.

This training manual consists of the following main sections:

An Introduction to EPA Terminology Services

Getting Started — Logging on, Selecting a Taskview and Searching
Creating and Modifying Glossaries & Lists of Terms and Definitions
Creating and Modifying Taxonomies and Other Hierarchies
Publishing a Vocabulary

Setting Up a New Vocabulary

YVVVYVYYVYY

The training begins with a general introduction to the EPA Terminology Services. This is
followed by two modules—one for vocabularies that are simple terms and definitions and the
other for vocabularies that have hierarchical structures. You may work through both
components or focus on the vocabulary type in which you are most interested.

Each training module provides step-by-step instructions on performing a series of functions.

» Steps that you should perform are presented in bold.

» Strings to be entered as exact input are presented in Underline.
» The system response is presented or described in italics.

> Explanatory text is in regular font.

Introduction to EPA Terminology Services

The EPA Terminology Services is a web-based system and suite of services for creating,
maintaining, searching and publishing vocabularies. It consists of five components:

Content

The EPA Terminology Services is a repository of terms of importance to the EPA, its
stakeholders and partners. It currently includes a selection of vocabularies, including those that
were in the system’s predecessor, the Terminology Reference System (TRS). Some
vocabularies have been archived until their quality can be assessed. The remaining
vocabularies are in an Active Vocabularies taskview. A taskview is a pre-selection of
vocabularies related to specific task. The vocabularies that you can see and the functions you
can perform are managed by a series of taskviews which group vocabularies together and by
permission levels assigned to your user account.
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The content includes:

» Terms and definitions from environmental regulations and laws

Glossaries, term lists and hierarchical terminology resources produced by EPA
programs

Classification schemes produced for use in SoR services

Glossaries, term lists, and hierarchical terminology resources from state and other
partners

The GEMET (General Multilingual Environmental Thesaurus) from the European
Environment Agency, including the Americanized English version contributed by EPA

vV VY

A\

Tools

The main tool of the EPA Terminology System is Synaptica® by Synaptica LLC, a commercial-
off-the-shelf product to create, store, maintain, and distribute vocabularies. The functionality
provided by the Synaptica tool is the main focus of the Editors’ Training Manual which is
available at https://ofmext.epa.gov/sor_extranet/registry/termreg/, click on “Outreach and
Education” tab, click “Educational Resources”, then “Manuals”.

Figure 1: Terminology System High Level Data Model

v v
e e
-

Used with permission of Synaptica LLC. This
diagram is proprietary and not for redistribution.

The terminology system is based on a data model that can accommodate various types of
vocabularies from simple code lists to terms and definitions to complex hierarchies (see Figure
1). The system also contains metadata about each vocabulary. The vocabularies contain terms
which may be linked by one or more relationship types. Terms may have extended attributes
such as note or source fields.

Currently, there are two main types of vocabularies in Terminology Services:

» Terms and definitions (non-hierarchal)
» Terms organized into hierarchies, such as taxonomies and thesauri
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Governance

Collaborative governance approaches are being developed that will support consistent
development of vocabularies across EPA in order to promote search and reuse; and bring
communities of interest together to create terminology, definitions, and
mappings/documentation of differences. Several governance structures have been developed to
date, and can be accessed via the Terminology Services website. Additional information about
best practices in vocabulary development and governance is provided in Best Practices in
Terminology Development and Management: A Guide for Editors and Stewards. (See
https://ofmext.epa.gov/sor_extranet/registry/termreg/, click on “Outreach and Education” tab, click
Educational Resources, then “Manuals”. The manual is found at the bottom of the page.)

Services

+ Machine-to-Machine Services
APls and Web Services are available that allow other systems to access the vocabularies
managed in the Terminology Services. For APl and Web Services documentation, see the

Terminology Services Automated Services website. (See
https://ofmext.epa.gov/sor extranet/registry/termreg/automatedservices/)

+ Vocabulary Training and Development Services

A series of other services are available to support your vocabulary efforts. Individual or group
training sessions can be provided tailored to the needs of your group. In addition, the
Terminology Services team within the Data Standards Program is available to consult with you
about the design of your vocabularies, to discuss appropriate governance structures and
procedures, to discuss the integration of your vocabulary with other systems, to help with the
import of existing vocabularies into the terminology system, and to develop customized reports
to support the management or publication of your vocabulary.

What is a Vocabulary?

A vocabulary is a grouping of terms that have something in common. Vocabularies may come
from a particular subject area, such as drinking water; a document or event, such as a law or
regulation that has been passed; or the work of a particular EPA program, project, stakeholder,
or partner, such as a glossary published by an EPA Regional Office.

Each vocabulary in Terminology Services is described in the Vocabulary of Vocabularies, a
taskview maintained by the Terminology Services Coordinator that consists of the Vocabularies
file which contains metadata for each vocabulary. Included in the Vocabularies file is the
language(s) of the terms, the source, the publishing organization, the editor’s contact
information, etc. This file is accessed by the read-only interface to provide a list of the
vocabularies and information about them. Each vocabulary is given a vocabulary type, which is
closely related to the structure. The vocabulary types are managed in the Vocabulary Type file.
For example, of the types listed below, the Glossary and Key Word Lists are simple terms with
or without definitions. Taxonomies and Thesauri have hierarchical structures and may or may
not have definitions. Abbreviation and Acronym List are acronyms or abbreviations paired with
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its spelled out term without definitions. To date, the following vocabulary types have been
defined for Terminology Services:

Vocabulary Type Definition

Abbreviation and Acronym List Terms, abbreviations, and acronyms from a subject, field,
or project. These terms do not have definitions. The
abbreviations and acronyms are paired with their
expanded term using associated relationships.

Glossary and Key Word List ~ Terms from a subject, field or project which may have

definitions.

Taxonomy Terms organized into broader-narrower relationships
based on some presumed natural order.

Thesaurus Terms related by broader-narrower, synonymous,

associated (related) and other more specific relationships
based on international or national standards.

Roles and Permissions

The Terminology Services Coordinator is responsible for supporting vocabulary developers by
maintaining the terminology system and providing related services. They set general guidance
for the use of the system and promote the use of the system through training and outreach. The
System Administrator supports the Coordinator by performing specific activities for vocabularies
in Terminology Services. These functions include creating vocabularies, extending the
attributes, assigning and modifying permissions, creating new relationship types, and supporting
the development of reports.

Your profile within the system dictates which vocabularies you can access and what you can do
with each vocabulary. Levels of access and permission ensure that the changes to the
vocabularies in the system are performed by the appropriate people and as part of an agreed
upon workflow. These profiles are created by the Terminology Services Coordinator.

The following list provides a general description of the roles and general functions that can be
performed.

» Administrator
— Set up vocabulary metadata
— Replicate vocabulary models
— Add data elements to vocabularies
— Control taskviews (user profiles)
— Set permissions

> Editor
— Add, deactivate and delete terms
— Add and modify relationships
— Add, delete, and modify other content such as definitions

» “Public”
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Read-Only Access depending on taskview
— Comment to the editor or the Terminology Services Coordinator via standard
comment box

The vocabularies, roles, and permissions are controlled by the user’s taskview. The taskview
provides flexibility in that a person can have editor’'s access (creation and modification
privileges) to one vocabulary and read-only access to another. The taskview allows the same
vocabularies and permissions to be granted to a group of users.

Finding out More ~ Related Resources

Additional information about EPA’s Terminology Services is available from the Terminology
Services Outreach and Education, Educational Resources website

(https://ofmext.epa.gov/sor extranet/registry/termreg/outreachandeducation/educationalresources/). It
provides access to the other manuals mentioned in this document, more detailed manuals from
the vendor, and presentations about this project.

For more information, contact:

Angelina Hurst

Terminology Services Coordinator
EPA, Office of Information Collection
hurst.angelina@epa.gov

(202) 566-0701
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1.0 GETTING STARTED - LOGGING IN, SELECTING A TASKVIEW &
SEARCHING, LOGGING OUT

The first steps in accessing EPA Terminology Services are the same regardless of the type of
vocabulary. This section will teach you how to:

» Log into Terminology Services
» View existing terms

» View a whole vocabulary

» Log out of the system

The following sections and the practice exercises are based on a series of personal training
vocabularies in the Training Taskview. This vocabulary allows you to make additions and
changes without impacting other vocabularies. If you do not have access to the Training
Taskview or a training vocabulary assigned to you, contact the Terminology Services
Coordinator to have one created.

1.1 Logging into the Terminology System

Enter the Terminology System by entering https://etss.epa.gov from your browser. Note that
the system works best if you use Internet Explorer.

A windows log-in box is displayed.

Enter your User ID and Password. Your User ID and Password are the same as your EPA
Portal Login/Password. If you do not have EPA Portal access, go to http://portal.epa.qgov and
request access using the Terminology Services Coordinator as the EPA contact. If you have
EPA Portal access and do not have access to Terminology Services — Synaptica KMS, contact
the Terminology Services Coordinator.

If the User ID and Password are accepted, the editor’s page is displayed. This page presents all
the taskviews available under your account.

1.2 Viewing Existing Terms

Select a Taskview. In this case, the Training Taskview
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"Taskview: Please Login; User: Daniel McCarthy

Taskviews | Search  TreeBrowse A-ZBrowse Add Reports Tools
Taskviews

Taskview: Please Login; User: Daniel McCarthy

Login to a Taskview from the selection below:

e Active Vocabularies

Contains all active vocabularies. It excludes those in the archive, the training, testing and loading vocabularies. Includes the facets of the Web Taxonomy.
e Training Taskview

This Taskview contains all training vocabularies. Some are general and most are named for the trainee.

Log Out of Synaptica

Synaptica ® Software Copyright ® 1995-2011 Synaptica, LLC. All Rights Reserved.

Click on SEARCH in the upper left portion of the screen.
A search form will open in the left frame.

Enter Water in the search box. Choose a Search Mode:
There are six search modes available for creating searches from the most general to the most
specific.

1. SMART: This mode retrieves all terms that contain words or parts of words entered in the
search field (1-3 search terms are allowed).

For example: Entering “water drink” in the search field yields 45 results, including
“drinking water,” “Safe Drinking Water Act,” and “Primary Drinking Water Regulation.”

2. BEGINS: This mode retrieves all terms that begin with the characters entered in the search
field.

For example: Entering “drink” in the search field yields results, including “drinking
water,” “Drinking Water Glossary,” and “drinking water supply.”

3. CONTAINS: This mode retrieves all terms that contain the characters entered in the search
field.
For example: Searching “water” results in “waterbody use,”
“watershed.”

waters,” and

4. EXACT: This mode retrieves all terms that exactly match the search word or phrase

For example: Entering “watershed” in the search field yields all of the instances of
the term “watershed” in the Terminology Services vocabularies.
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5. RANGE: This mode retrieves all terms within an alphabetical range, and cannot be used with
any terms in the search box.

For example: Selecting “G” in the “Begin” filed and “H” in the “End” field yields all the
terms beginning with the letters “G” and “H.”

6. SPECIFIC UID: All terms in Synaptica® have a UID (Unique ID), which is unique and
persistent to the term and its object class across all object classes. This mode
retrieves terms based on their UID; if used, all other criteria are ignored when
the search is initiated.

For example: Entering “1001180” in the specific UID search field yields the
term that has that UID.

Once a search mode has been chosen, Select START SEARCH at the bottom of the page.

A list of terms from all vocabularies in the taskview is displayed on the right side of the page
with the vocabulary in parentheses after each term.

Click on aterm to view its details, including a definition, if available.

1.3 Finding a Term in a Specific Vocabulary

Follow the steps in Section 1.2 above, but prior to selecting the start search button,
select an Object Class (Vocabulary).

Select the vocabulary from the list in the middle of the search screen. (To select multiple
vocabularies, hold down the control key.)

A list of “‘water” terms from only that vocabulary/vocabularies chosen is displayed on the right
side of the page.

Taskview: Training Taskview; User: Daniel McCarthy  Version7.2 Log Out Help

Taskviews  Search = TreeBrowse A-ZBrowse Add Reports Tools

Search

Search Type Search Results

Search Phrase: water
@ Smart () Begins (*) Contains () Exact community water system (Trainee3 Term-Definition)
finished water (Trainee3 Term-Definition)
ground water (Trainee3 Term-Definition)
Cs t t water system (Trainee3 Term-Defintion)
Range-Begin: a v End: z v raw water (Trainee3 Term-Defintion)
or secondary drinking water standards (Trainee3 Term-Definttion)
source water (Trainee3 Term-Definition)
surface water (Trainee3 Term-Definition)
transient, water system (Trainee3 Term-Definition)
Use advanced fiters only watershed (Trainee3 Term-Definition)
10 items Found

[T use wildcards

Specific UID:

or

Object Class:

ABoykin Hierarchy -

ABoykin Term-Definition

AHurst Hierarchy i
Category:

Science © Include any selected Categories

Water
Include al selected Categories.

Start Search Reset Search

Sub-Element Filters
Date Filters

Status Filters
Formatting Options

Start Search Reset Search
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Click on aterm to view its details and definition.

1.4  Viewing All the Terms in a Vocabulary

Click on the Training Taskview and select your Term-Definition Vocabulary from the list.
If you do not find this vocabulary, contact the Terminology Services Coordinator to have
it created.

Click SEARCH.

Select the Range search mode, with the default range A to Z.

Click on the Object Class. Select the TRAINING DRINK WATER GLOSSARY.

Taskview: Training Taskview; User: Daniel McCarthy Version 7.2 Log Out Help

Search

Search Type Search Results

Search Phrase:
(©) Smart () Begins () Contains (©) Exact

[ use widcards

or
“)Range-Begin: a v End: z ¥

or

or

) Specific UID:
© Use advanced fiters only

Object Class:

Trainee1 Term-Definition -

Trainee2 Hierarchy

Trainee2 Term-Definition

Trainee3 Hierarchy B

Trainee3 Term-Definition =
Training Drink Water Glossary (R
Category:

Science @) include any selected Categories
Water 5
() Include all selected Categories

Start Search Reset Search

Sub-Element Filters
[# Date Filters

[# status Filters

[# Formatting Options

Start Search Reset Search

€D Internet | Protected Mode: On ¥a v #1009

Click START SEARCH.

All the terms in the TRAINING DRINK WATER GLOSSARY are displayed.
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Taskview: Training Taskview; User: Daniel McCarthy  Version 7.2 Log Out Help

Search

Search Type Search Results

Search Phrase:
*) Smart ) Begins () Contains (*) Exact action level (Training Drink Water Glossary)
acute health effect (Training Drink Water Glossary)

[F] use widcards aquifer (Training Drink Water Glossary)

- or Best Available Technology (Training Drink Water Glossary)
(©) Range-Begin: a v End: z ~ chronic health effect (Training Drink Water Glossary)
3 coliform (Training Drink Water Glossary)

community water system (Training Drink Water Glossary)

© Specinc U0 compliance (Training Drink Water Glossary)
B Lt contaminant (Training Drink Water Glossary)
© Use advanced fiters only cryptosporidium (Training Drink Water Glossary)
disinfectant (Training Drink Water Glossary)
Object Class: distribution system (Training Drink Water Glossary)
ABoykin Hierarchy B exemption (Training Drink Water Glossary)
ABoykin Term-Definion finished water (Training Drink Water Glossary)
AHurst Hierarchy - giardia lamblia (Training Drink Water Glossary)
Category: around water (Training Drink Water Glossary)
- heaith advisory (Training Drink Water Glossary)
,ﬁ,;f:fe © Include any selected Categories inoraanic contaminants (Training Drink Water Glossary)

) Include all selected Categories microorganisms (Training Drink Water Glossary)
monitoring (Training Drink Water Glossary)
4 t, ater system (Training Drink Water Glossary)
organic contaminants (Training Drink Water Glossary)
‘pathogen (Training Drink Water Glossar
Sub-Element Filters primacy state (Triimng Drink Water Glz)sary)
Date Filters ‘public notification (Training Drink Water Glossary)
< radionuclides (Training Drink Water Glossary)
SR raw water (Training Drink Water Glossary)
EF ing Options sample (Training Drink Water Glossary)
sanitary survey (Training Drink Water Glossary)
secondary drinking water standards (Training Drink Water Glossary)
sole source aquifer (Training Drink Water Glossary)
source water (Training Drink Water Glossary)
surface water (Training Drink Water Glossary)

15 Logging out of a Vocabulary

To log out of the vocabulary and the system, click the LOG OUT at the right upper corner
of the screen.

2.0 CREATING AND MODIFYING GLOSSARIES AND LISTS OF
TERMS & DEFINITIONS

Many of the vocabularies in Terminology Services are simple terms and definitions. These
vocabularies may be entries extracted from EPA environmental glossaries, which are terms and

definitions in a particular domain.
This training will teach you how to:
» Add terms and definitions to an existing vocabulary
» Add definitions to an existing term
» Delete terms and definitions
2.1 Adding Terms and Definitions to an Existing Vocabulary
Select the Training Taskview.

Click on ADD from the top menu bar.

Select your Term-Definition vocabulary from the pick list. Example: JSmith Term-
Definition

EPA Editors’ Training Manual, April 2013 Page 10



ning Taskview; User: Daniel McCarthy  Version 7.2 Log Out Help

Add Items

Add Item Form

Object Class Trainee3 Term-Definition v
MPendieton Term-Definition -

mpendleton_training_thes
NJones Hierarchy

NJones Term-Definition
RRutkowski Hierarchy
RRutkowski Term-Definition
RTrinite Hierarchy

RTrinite Term-Definition
sbottik_training_thes
SBronson Hierarchy
SBronson Term-Definition
SBuchanan Hierarchy
SBuchanan Term-Definition

Synaptica ® Software Copy| ights Reserved.

scouchara_training_thes

sfagan_training_thes

SMcCauley Hierarchy

SMcCauley Term-Definition |

SStirneman Hierarchy

SStirneman Term-Definition

Taxonomy Training

Trainee1 Hierarchy

Trainee1 Term-Definition

Trainee2 Hierarchy =

Trainee2 Term-Definition

Trainee3 Hierarchy

Training Drink Water Glossary

Training_Thes

'WSchumacher Hierarchy (-
Term-Definition ~

The page will refresh with an Add Items display.

Enter the term into the Descriptor field. For this example, enter Brackish Water.

Taskview: Training Taskview; User: Daniel McCarthy  Version 7.2 Log Out Help

Add Items

Add item Form Recently Added items

Object Class Trainee3 Term-Definition -

Add ftem

Sub-

Descriptor: Brackish water -
Deft: [

Def2:

Def3:

Def4:

Def5:

Source Note:
Scope Note:
Editorial Note:

B

Categories Science
Water

=l Administrative Attributes:

Approval: Candidate v

Click on the ADD ITEM button, which is displayed at both the top and bottom of the screen.

If the term already exists in the selected vocabulary, the system will alert you with the
statement: “error - unable to save term. An active term with the descriptor “Brackish water”
already exists in the object class”. If you receive this message, check to make sure that you
have selected the correct vocabulary (object class) and that you have correctly spelled the term
you wish to enter.

EPA Editors’ Training Manual, April 2013 Page 11



Once the term is added, the screen will automatically refresh to show the new term on the Add
Items screen. Note that the term is also listed as a “Recently Added Term” on the right side of
the screen.

2.2 Adding Definitions to an Existing Term

Select the Training Taskview.

Click on SEARCH.

Enter Brackish Water in the search box.

Select the Exact Search Model.

Select the vocabulary (object class) where the term is recorded (if you know it, otherwise
the search defaults to search in all object classes). In this example, select your Term-
Definition vocabulary.

Taskview: Training Taskview; User: Daniel McCarthy  Version 7.2 Log Out Help

Taskviews  Search | Tree Browse A-ZBrowse Add Reports Tools

Search

Search Type Search Results
(@) Exact

@ Smart (©) Begins (©) Contains
[7] use wildcards
or
() Range-Begin: a v End: z v
or

©) Specific UID:
or
(©) Use advanced fiters only

Object Class:

Trainee1 Term-Definition -
Trainee2 Hierarchy

Trainee2 Term-Definition
Trainee3 Hierarchy

Trainee3 Term-Definition =

Training Drink Water Glossary
Category:
Science  (g) Include any selected Categories
Water -
©) Include al selected Categories

Start Search Reset Search

Sub-Element Filters
Date Filters

Status Filters

ing Options

S Seareh

Click START SEARCH

All records containing the search term appear on the right side of the page, with respective
vocabularies (object classes) in parentheses after each term.
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Search

Search Type Search Results

Search Phrase: Brackish water
@ Smart () Begins () Contains (©)
[7] use wildcards.
or
() Range-Begin: a v End: z
or

Brackish water (Trainee3 Term-Definition)
1 Items Found

©) Specific UD:
or
() Use advanced fiters only

Object Class:
ABoykin Hierarchy 7
‘ABoykin Term-Definition
AHurst Hierarchy

Category:
Science

© Include any selected Categories
Water

(@) Include all selected Categories.

Sub-Element Filters
Date Filters

Status Filters

F ing Options

Start Search Reset Search

Click on the desired term.

An Item Summary window will appear.

Taskview: Training Taskview; User: Daniel McCarthy

Version 7.2 Log Out Help

N
Item Summary 3 Relationships
Descriptor Brackish water
Object Trainee3 Term-Definition [ AddEditRelationships | [ TreeView | [ visualize
Categories S— . -
: . @) Limit to Taskview () Show All
Status Active; Candidate; Preferred; Unlocked = =
uiD 1812091
Created daniel_mccarthy 6/28/2011 11:19:01 AM Brackish water
Modified daniel_mccarthy 6/28/2011 11:19:01 AM
Top Level Parents
(e  (dnew] )
[Reesn ] [ Categories ) Parents
[ Deactivate ] [ Delete ] Restore Children
Associations
Sub-Elements
Descriptor: Brackish water ~ ki
Deft: A body of water containing Fa)
both fresh and salt water - L)
Def2: i 2
Def3: |
Def4: a
Defs: i |
Source Note: Va|
-

Enter a definition in the Def1 field. For this example, enter “A body of water containing

both fresh and salt water.”

Click SAVE.
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The definition has been saved when the Modified field has updated to reflect the change.
2.3 Deleting Definitions and Terms

To Delete a definition only:

Select the Training Taskview.

Click SEARCH.

Enter the term Brackish Water.

Select the Exact Search Mode.

Select the vocabulary (object class) where the term is recorded (if you know it, otherwise
the search defaults to search in all object classes). In this example, select your Term-
Definition vocabulary.

Scroll down to the bottom of screen and click START SEARCH.

All records where the term appears are displayed on the right side of the page, with the
respective vocabulary (object class) in parentheses after each term.

Click on the desired term.

The Item Summary window appears.

Insert the cursor into the Def1l field, highlight the definition, right click, and select CUT to
erase the text or use the delete button on your keyboard NOTE: Do not click the DELETE

button in the Item Summary to delete text in the definition field, as this will delete the term. See
below for steps to DELETE the term.
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Item Summary Relationships

Descriptor Brackish water
Object Trainee3 Term-Definition Add/EditRelationships | | TreeView | | Visualize
Categories . .
¢ . @) Limit to Taskview () Show All
Status Active; Candidate; Preferred; Unlocked 2
uiD 1812091
Created daniel_mccarthy 6/28/2011 11:19:01 AW Brackish water
Modified daniel_mccarthy 6/28/2011 11:32:09 AM
Top Level Parents

[ Save ] [ Add New ] [ Subsume ] o

[ Refresh | [ categories | [ History | Rarents

[ Deactivate I [ Delete ] [ t ] Children

Associations
Sub-Elements

2 . , Variants
Descriptor: Brackish water -

Def1: -
Undo
Def2:
Cut
Def3: Copy
Paste
Def4: Delete
Qelert All
Click SAVE.

The definition has been deleted when the Modified field has been updated to reflect the change.
To Delete a term:

Follow the steps above for locating a term in a particular vocabulary.

Click on the desired term. In this example, select Brackish Water (your Term-Definition).
Select the term.

The Item Summary window appears.

Click DELETE. Delete is highlighted in red font on the item summary page.

A confirmation message appears.

Click YES to confirm.

NOTE: The term and all its information will be retained in a deleted status. To find deleted terms
within an object class, use the status filters under the SEARCH tab, change the STATUS field to
DELETED. The deleted terms will appear in the results list. To restore a deleted term to active
status, click on the deleted term from the results choose the RESTORE button in the Item
Summary. This button only appears in records of terms that have deleted or deactivated

(temporarily unavailable) status. Only system administrators can restore deleted or deactivated
terms. If you ever have trouble locating a term that you think should be in the vocabulary;
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contact the Terminology Services Coordinator to arrange to have a system administrator search
for the term in deactivated status. Only administrators can view terms in this status.

24 Adding and Deleting categories to an existing term
Select the Training Taskview.
Click on SEARCH.

Enter Brackish Water in the search box.

Select the Exact Search Model.
Select your Term-Definition from the list of vocabularies (object class).
Click START SEARCH

All records containing the search term appear on the right side of the page, with respective
vocabularies (object classes) in parentheses after each term.

Click on the desired term.

An Item Summary window will appear.

-
7Item Summary Relationships
Descriptor Brackish water
Object Trainee3 Term-Definition Add/EditRelationships | [ TreeView | [ Visualize
Categories . .
: ’ @) Limit to Taskview () Show All
Status Active; Candidate; Preferred; Unlocked = =
uiD 1812091
Created daniel_mccarthy 6/28/2011 11:19:01 AM Brackish water
Modified daniel_mccarthy 6/28/2011 11:19:01 AM
Top Level Parents

Csme ) (Adavew] _

[ Refresh | [ categories | Farents

 Deactivate ] (_Deete ] Children

Associations
Sub-Elements
Descriptor: Brackish water e
Defi: A body of water containing -
both fresh and salt water -

Def2: A
Def3: -
Def4: A
Def5: -
Source Note: -

Click CATEGORIES
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The right frame will now present a list of categories.

Vltem Summary

-

Descriptor Brackish water

Object Trainee3 Term-Definition

Categories

Status Active; Candidate; Preferred; Unlocked

uiD 1812091

Created daniel_mccarthy 6/28/2011 11:19:01 AM

Modified daniel_mccarthy 6/28/2011 11:32:09 AM
Come ) [danew) ]
[ Refresh ] [ Categories ]
[ Deactivate J [ Delete ] S

Sub-Elements

Descriptor:

Deft:

Def2:

Def3:

Def4:

Def5:

Qnnree Nnter

Brackish water

A body of water containing
both fresh and salt water

Categories
[7] Science

S

[7] select All/ Clear All

[ water

Apply To Narrower Terms? (@) No

Update Categories

(@) Yes - Append () Yes - Replace

If categories are already applied to the term there will be a check in the box next to the category
name. To add a category, select 1 or more categories that apply to the term. To delete a
category, de-select the category. Click UPDATE CATEGORIES. The system will refresh.

Click SAVE

3.0 CREATING AND MODIFYING TAXONOMIES AND THESAURI

Terminology Services also includes terms in hierarchies, such as taxonomies and thesauri.

This training will teach you how to:

» Add
>
>

3.1

terms to an existing hierarchy

Add relationships between terms that are already in a hierarchy
Modify relationships

Adding Terms to an Existing Hierarchy

Enter the appropriate Taskview. In this example, click on the Training Taskview.
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Click the ADD button.
The page will refresh with an Add Items display.

Select the object class from the drop down. For this example, use your Training
Hierarchy.

Enter all of the details for the new term. For this example, use the descriptor name Home
Environment and the definition text, “ Environment in the home”.

Taskviews  Search Tree Browse A-ZBrowse Add | Reports Tools

Add Items

Add Item Form | Recently Added Items
Object Class Trainee3 Hierarchy -

_Sub-Elements
Descriptor: Home Environment
Deft: Environment in the home.
Def2:
Def3:
Def4:
Def5:
Source Note:

Scope Note:

Editorial Note:

Click on the ADD ITEM button, which is displayed at both the top and bottom of the screen.
The system will check to make sure that there are no duplicates of the new term in the
vocabulary before the term is accepted. The screen refreshes to a clean Add Item template with

the new term listed as a “Recently Added Item” to the right of the screen. The term may be
clicked on to review its record.

3.2 Adding Term Relationships

In this example, add the term “Home Environment” in an NT (narrower term) relationship to
“Children’s Health.”

Enter the appropriate Taskview. In this example, click on the Training Taskview.

Click SEARCH. Enter the term Children’s Health in the search box. Select your Training
Hierarchy from the object class pick list and then click START SEARCH.

The results of the search will appear on the right panel of the screen. Select the appropriate
term. An Item Summary popup window will appear.
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Item Summary

Descriptor Children's Health

Object Trainee3 Hierarchy

Categories

Status Active; Candidate; Preferred; Unlocked

uiD 1748219

Created dclarke 7/27/2006 6:00:00 PM

Modified nikkia_anderson 1/15/2008 3:14:57 PM
Csme ) [Addnew ]
[ Refresh ] [ Categories ]
[ Deactivate ] [ Delete ]

Sub-Elements

Descriptor: Children’s Health -

Def1: -

Def2: -

Def3: -

Def4: -

Def5: -

Source Hote: EPA Controlled Vocabulary ~ #

m

Relationships

Add/EditRelationships | [ Treeview | | Visualize

@ Limit to Taskview (©) Show All
Children's Health
Top Level Parents

TT Health Topics (Trainee3 Hierarchy)

Parents

BT Health Topics (Trainee3 Hierarchy)

Children

NT School Environment (Trainee3 Hierarchy)
Associations

Variants

UF Child Safety (Trainee3 Hierarchy) (NPT)

Select the ADD/EDIT RELATIONSHIPS button in the right frame.

Enter the term Home Environment into the search phrase box and click the

SEARCH button. The system will check to see if the term already exists. All records where the
term appears are displayed, with the respective vocabulary (object class) in parentheses after
each term. If the system finds that the term does not exist, the system will ask if you want to add

the term.

Press the Add Item button, or click on the term you need.
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Item Summary

>

Search for related terms

Descriptor Children's Health

Object Trainee3 Hierarchy

Categories

Status Active; Candidate; Preferred; Unlocked

uiD 1748219

Created dclarke 7/27/2006 6:00:00 PK

Modified nikkia_anderson 1/15/2008 3:14:57 PM
[Sae ) [Addvew]
[ Refresh | [ categories |
[ Deactivate ] [ Delete ] Restore

Sub-Elements

Uescriplor- Children's Health -

Def1: [

Def2: E

Def3: -~

Def4: ~

Def5: [

Source Note:

EPA Controlled Vocabulary P

The right frame will now present your options to assign and then add a relationship type.

m

Search phrase: Home environmend
(©) Smart @) Begins (*) Contains (7) Exact
Searching all permissible object classes

Object Class ﬁlted

Home Environment (Trainee3 Hierarchy)

Assign %
relationship:
Current Relationships @) Limit to Taskview () Show All

[0F Child Safety (Trainee3 Hierarchy)
Health Topics (Trainee3 Hierarchy)
[N School Environment (Trainee3 Hierarchy)

Ef
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Item Summary — Search for related terms

Descriptor Children's Health Search phrase: Home environment

Stjocs Trainee3 Hierarchy () Smart @) Begins (7) Contains () Exact Object Class filter]
Categories Searching sll permissible object classes

Status Active; Candidate; Preferred; Unlocked Home Environment (Trainee3 Hierarchy.

uiD 1748219

Created dclarke 7/27/2006 6:00:00 PK

Modified nikkia_anderson 1/15/2008 3:14:57 PM

m

[sove ) [Acatiew )
[ Refresh ] [Categories]

SSign rejationsnip: v
7%‘!9?[?{'}?‘?@? Current Relationships @) Limit to Taskview (' Show All
Jescrptor: Children's Health 2

- [OF]  Child Safety (Trainee3 Hierarchy)
F Health Topics (Trainee3 Hierarchy)

Def1: : [N School Environment (Trainee3 Hierarchy)
Def2: -

Def3: :

Def4: :

Def5: :

Source Note: EPA Controlled Vocabulary ~ # .

Select the NT (“narrower than”) relationship type and click ADD RELATIONSHIP.

You have now created your first relationship: CHILDREN’S HEALTH NT HOME
ENVIRONMENT

To view the changes, click on the term Children’s Health which should be listed under
Current Relationships.

The system will automatically build the reciprocal relationship HOME ENVIRONMENT BT
CHILDREN’S HEALTH.

To add another term relationship to the term Home Environment, enter another term in the
search phrase box and repeat the directions above to choose and add the new relationship.

3.3 Modifying Term Relationships

To edit or delete a relationship link for a term, bring up the relevant item in the Item
Summary popup window. For this example, bring up the term “HOME ENVIRONMENT.”

Click on the relationship abbreviation for the relationship link you want to change.
For this example, select BT (“broader than”).

Depending on the type of relationship selected, a Relationship Edit Options window opens with
the appropriate editing fields in the pane.
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,',tf!“ Summa[y $eart;h fqr rrelated terms

Descriptor Children's Health Search phrase:
Dhject Teainged Hiprarchy, ") Smart (@) Begins () Contains (7) Exact Object Class filter]
Categories Searching sll permissible object classes
Status Active; Candidate; Preferred; Unlocked
uiD 1748219
Created dclarke 7/27/2006 6:00:00 PM
Modified daniel_mccarthy 6/28/2011 1:00:40 PM

[ Save ] [ Add New ] [ Subsume ] 2

[ Refresh ] [ Categories | [ History ]

[ Deactivate ] [ Delete ] [ z ]

Assign
relationship: B it
Sub-Elements
2 5 8 Current Relationships @) Limit to Taskview (' Show All

Descriptor: Children’s Health
o [0A  Child Safety (Trainee3 Hierarchy)

: [N Health Topics (Trainee3 Hierarchy)

v [N Home Environment (Trainee3 Hierarchy)
Def2: = g lra;r- |Environment (Trainee3 Hierarchy)
ad RT

Def3: . UF
Def4

Relationships between terms can be either CHANGED or DELETED.

To Change a relationship:
Change the relationship type and click on the CHANGE LINK button.

For this example, change the BT relationship to RT by clicking on RT and then the
CHANGE LINK button.

You will see a prompt asking if you are sure you want to make the change. Click OK.

A screen will appear exhibiting the change you have made. You may click on either term to
view more detail, or click REFRESH in the Item Summary.

To Delete a relationship:

Display the term in the Relationship Edit Option Screen as above. For this example, we
will delete the relationship between the terms “HOME ENVIRONMENT” and “CHILDREN’S
HEALTH.”

Select the DELETE LINK button.

You will receive a prompt asking you to confirm that you want to delete the relationship. Click
OK. You will receive a confirmation message that the relationship link is deleted.
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-~
Item Summary = Search for related terms
Descriptor Children's Health Search phrase:
Object - Tranged Higrarchy () Smart @) Begins () Contains (7) Exact Object Class filter]
Categories Searching all permissible object classes
Status Active; Candidate; Preferred; Unlocked
uip 1748219
Created dclarke 7/27/2006 6:00:00 PM
Modified daniel_mccarthy 6/28/2011 1:00:40 PM

[See )  (Adanew)

[ Refresh ] [ Categories ]

D ; Dele @ —
[ Deactivate | [ Delete | e e - @ 3
'
SubElements ~  Deleting this relationship will make the related term an orphan. Are you
; - z . - ' sure you want to remove the relationship to this term?
Descriptor: Children’s Health - y P L
Def1: |
OK ] [ Cancel ]

Def2: h
Def3: -
Def4: -
Def5: -
Source Note: EPA Controlled Vocabulary - =

To view the change, click on REFRESH in the Item Summary window.

4.0 PUBLISHING A VOCABULARY/CREATING REPORTS

A vocabulary can be compiled and saved on a hard drive for publishing, sharing, or record-
keeping purposes. Publishing a vocabulary requires two steps—creating a report and outputting
the report in the desired format.

To Create areport:

Click on a Taskview. In this case, the Training Taskview.

Click on REPORTS in the top menu bar.
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Report Menu

Reports

Alphabetical
Hierarchical
Exceptions
Tabular

Term Events
Event Statistics

Synaptica ® Software Copyright ©® 1885-2011 Synaptica, LLC. All Rights Reserved.

To obtain a glossary and key word list:

Click ALPHABETICAL VIEW from the Reports Menu.

The Alphabetical Report screen appears

Ensure that the “use advanced filters only” radio button is selected.

Select a Vocabulary (Object Class) to output. For this example, select your Term-
Definition vocabulary.
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Synaptica®

R e

Repor 2nu >
Alphabetical Report
Open Saved Reports
Step 1: Define Headword Items to be Included
Search Type: Search Phrase:
(*) Smart () Begins (7) Contains (7) Exact
use wildcards:
or
(T)Range -Begin: a v End: z
or
@ use the advanced filters only
Search in the following Object | Trainee2 Hierarchy -
Classes: Trainee2 Term-Definition
Trainee3 Hierarchy o
Trainee3 Term-Definition (=]
Training Drink Water Glossary ~
Search in the following NONE
Categories: Science (@) Include any selected Categories
Water (@) Include all selected Categories
Exclude Items in the following | science
Categories: Water
Only include Items matching the Approval: 4y » Locked: ay -
following criteria: Status: m BLAT: ﬁ
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Synaptica®

Alphabetical Report

Open Saved Reports

Step 1: Define Headword Items to be Included

Search Type: Search Phrase:
) Smart (©) Begins (7) Contains (7) Exact
[7] use wildcards:
) Range-Begin: a v End: z
or
@ use the advanced filters only

Search in the following Object | Trainee2 Hierarchy

Classes: Trainee2 Term-Definition
Trainee3 Hierarchy

Traineed Term-Definition (=3 -

Training Drink Water Glossary

>

Search in the following NONE
Categories: Science @ Include any selected Categories
Water

(@) Include all selected Categories

Exclude Items in the following | science

Categories: Water
Only include Items matching the Approval:  a « Locked: 4y -
following criteria:

Status: Active - BLAT: All v

WilarlFlaiae o7

Scroll all the way to the bottom of the page and click CONTINUE.

In Step 5, Click on the “SUB-ELEMENT?” field and select the Def1 field to include the
definitions of the terms in the output. If you want multiple definitions printed, select one
or more of the additional Def fields.

For ataxonomy or thesaurus vocabulary:

Click HIERARCHICAL VIEW from the Reports Menu.

The Hierarchical Report Screen appears

Select your Hierarchy under Object Class in Step 1 and Step 2.
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Skip to the bottom of the page and click CONTINUE.
In Step 6, select the sub-elements you would like to include in the output.
For both alphabetical and hierarchical output:

Select HTML as the output format. If the report should appear in plain print format,
uncheck the “DISPLAY RESULTS WITH HYPERLINKS” box; otherwise leave the default.

Step 6: Formatting & Output Options

Format Options: @ HTML

(7) XML (Synaptica Enhanced ZThes 0.5)
) XML (ZThes 1.0)
(™) XML (Synaptica RDF/SKOS)
(7) XML (Synaptica RDF/OWL)
() CSV (Comma Separated Value)
“) Microsoft® Word 97-2003
() Microsoft® Excel® 97-2003

Output Options: (| Display Results with Hyperlinks
(V| Display Object
(V] Display Approval Status
[ | Display Active/Deleted Status
[ | Display NPT Status
[ | Display BLAT Status
| [V|Display UD
| ."Display Created Userid
Display Created Date-Time
[ | Display Last Modified Userid
[ | Display Last Modified Date-Time
Display Language

Display Term Type
Display Sort Key
[ | Display Category
[] Insert Blank Line Before Each Headword

Global Editor: 7] Send results to Global Editor (HTML only)
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Step 6: Formatting & Output Options

Format Options: @ HTML

(™) XML (Synaptica Enhanced ZThes 0.5)
(™) XML (ZThes 1.0)

(™) XML (Synaptica RDF/SKOS)

(7) XML (Synaptica RDF/OWL)

(™) CSV (Comma Separated Value)

() Microsoft® Word 97-2003

() Microsoft® Excel® 97-2003

Output Options: [V] Display Results with Hyperlinks
[7] Display Object
[] Display Approval Status
[V] Display Active/Deleted Status
[V] Display NPT Status
[V] Display BLAT Status
[] Display UID
Display Created Userid

Display Created Date-Time
[7] Display Last Modified Userid
[] Display Last Modified Date-Time
Display Language
Display Term Type
Display Sort Key
[] Display Category

|| Insert Blank Line Before Each Headword

Global Editor: [7] Send results to Global Editor (HTML only)

Step 7: Dynamic Term Substitution

Dynamic term substitution is not available for the Trainee3 Term-Definition Object Class.

Click the CREATE REPORT button.

The report appears in a new window to the left of the screen.

Outputting the vocabulary:

Output your vocabulary by saving the report to your hard drive.

Select the FILE link on the top of the web browser window containing your report.
Click SAVE AS, browse to the folder where you want to save the file, and enter a name

for your report. Ensure the file extension matches the format of your output. In this case,
.HTML or .HTM. Click SAVE.
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The file will be saved to your hard drive from which it can be modified, distributed, printed, etc.

Other file formats can be used to distribute the report. For example, the
CommaSeparatedVariable (CSV) format can be saved and then imported into an Excel
spreadsheet or an Access database. XML can be selected to share the output with another
application or for use with style sheets. SKOS (Simple Knowledge Organization System)/RDF
format can be selected to interchange the vocabulary with others and to make it accessible via
SKOS-oriented Web Services. Microsoft Word or Microsoft Excel are also available. Note:
Hierarchical Report output options also include Visualization outputs in Hyper Tree, Word Tree,
or Tree Map. Additional information about import and export can be found in the Synaptica
Import Guide available from the Terminology Services — Synaptica KMS, select the Tools tab
under “Searchable Documentation and User Guides”.

5.0 SETTING UP A NEW VOCABULARY

The previous functions have been performed on existing vocabularies. If you need to create or
import a new glossary, thesauri, or taxonomy, contact the Terminology Services Coordinator.
The Coordinator will add the vocabulary to the Vocabularies file. The Coordinator will provide
information on importing a vocabulary into Synaptica.

In addition, the Coordinator will need to know who should have access to the vocabulary and
with which permissions. If there are new users who do not currently have access to Terminology
Services, the Coordinator will need their contact information and a statement about the reason
they will be accessing the system.
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